
 

Click on the documents tab (1) to upload a PDF file of your resume and other documents that you would 

like to submit to a potential employer.  To upload a document, click on the “details” button next to the 

document that you would like to upload (2). 

  

1 

2 



 

Select “I will upload this document myself in .PDF format (1), and click “continue” (2).  NOTE: IF YOU 

WISH TO MAIL YOUR DOCUMENTS TO EDZAPP FOR THEM TO SCAN IN AND UPLOAD, PLEASE SEE THE 

INSTRUCTIONS FOR “SENDING A DOCUMENT TO EDZAPP FOR SCANNING.” 
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There are several options for converting your file to PDF format.  If you have an Apple computer (MAC), 

see the directions at the website(1) posted here, or download the software driver (2).  If you have a PC 

(WINDOWS), you can download the software at the link on the page (3) that will allow you to convert 

your file into a .PDF file.  Your resume may also be converted to a .PDF document by using a scanner, or 

by saving it as a .PDF file in word (if your program has this capability.)  Once your document is in .PDF 

format, click on the “browse” button (4) to upload it to your application. 
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Locate the document from your list of files, and click on the “open” button (1). 
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The name of your document should appear in the dialogue box next to the “browse” button (1).  Click on 

“continue” (2). 
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You will be returned to the main documents screen.  You can tell that your document has been 

“successfully uploaded” if you see that the “date received” is the same as today’s date (1), and the 

status section reads “received” (2).  To upload other documents (i.e. letters of references and 

transcripts), click on the “details” button next to the document that you would like to upload. 
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